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DEPARTMENT OF HEALTH & MENTAL HYGIENE

OFFICE OF OPERATIONS, ELIGIBILITY & PHARMACY (OOEP)-SYSTEMS AND OPERATIONS ADMINISTRATION (SOA)

THIS SCHEDULE SUPERSEDES OLD SCHEDULES 1495, 1624, AND 1624A1.

item Description of Records Series (from Inventory Form)

Authorized Retention Period & Instructions

1 | SYSTEMS AND LIAISON SERVICES DIVISION

The following forms are used to enable and control
changes to the MMIS-II system:

e Miscellaneous Service Request (ServReq —
Suspense Release Transaction Request)

e AdHoc Report Request (AdHoc)

e Customer Service Request Form (CSR)

e Miscellaneous Service Request (ServReq —
Mass Adjustment)
Production Migration Form (Migration)
Production Investigation Review Form (PIR)
Submitter ldentification Form (SIF)

2 | DIVISION OF RECOVERIES AND FINANCIAL SERVICES

2.1. EXECUTIVE / ADMINISTRATIVE UNIT

A. Managed Care Organization (MCO) Audits
(1) Administrative Transmittals includes:
e Incoming and Outgoing Correspondence
e E-mails
¢ Memoranda, etc.

(2) MCO Reporting includes Quarterly & Year End
Summary Reports

(3) MCO Audits includes:
MCO TPL Policies and Procedures

1. Retain in office for five (5) years, and then
destroy.

2.1A. Retain in office for six (6) years, and then
destroy.
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e Provider and Recipient Fraud Policies and Procedures
e Recipient Case Files
e Fraud Case Documents
e  Annual MCO Reports.
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DIvISION OF RECOVERIES AND FINANCIAL SERVICES:

2.1. EXECUTIVE / ADMINISTRATIVE UNIT

B. Health Management Systems (HMS) or Current
TPL Contract

(1) Administrative Transmittals relative to the
TPL Contract and/or between the current
contractor and the Division, include
e incoming and outgoing correspondence
s e-mails '

e memorandum, etc.

(2) Invoices — Include:

e HMS (or other current contractor) Data
Match invoices
Medicare,
CDR (or other current contractor) Audits

" (Nursing Homes, Mental Health and Hospital

Credit Balance) '

e« HMS (or other current contractor) Audits
(Mental Health and Commercial
Insurance)

(3) RFP Proposals and Lock Box Information

2.2. LEGAL ADMINISTRATION — ESTATES AND LIENS UNIT

A. Closed Lien Files — Files include closed
cases that had liens filed on real property of
MA recipients. Cases were closed with or
without payment and Notice of Lien Releases
were sent to the appropriate Court. :

B. Closed Estate Files — Files include closed
Estate cases. Cases were closed with or
without payment and notification of closure
was sent to the appropriate Register of Wills.

C. Miscellaneous Closed Lien and/or Estates

Estate and/or Lien cases that were closed
prior to the establishment of a case.

2.1B (1)«(3) Retain for five (5) yeérs after
completion of contract, and then destroy.

2.2 A-C. Retain in office for two (2) years, then
transfer to the State Records Center for four
(4) years, and then destroy.

DGS 550-1a [continuation] (DHMH rev. 2002)







